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Accessing/Logging On to BO

Log into the LaGov ERP Portal (http://louisiana.gov/). El Under EESEEERIWHNESY  fick the

down pointing arrow head ﬂ & then click . The LaGov logon screen will be displayed.

E Enter your Personnel id and password. E Click LegOn

€ Louisiana.gov - The official website of the State of Louisiang - Windows Internet Explorer
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1730 Louisiana Un| } ]{I) E
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rarch for sorvice

S Sicic ks - » Flle and Pay § L8
- quick links »  Hunting/Fishing License » FING & JOoD?

» Ask Louise » Find Traffic Cameras?

The LaGov ERP page will display. EI Click the _ tab to display BO 4.1.

LaGov ERP
STATE OF LOUISIANA

Welcome

LaGov Announcements

Welcome to LaGov | Yo

LaGov ERP Announcements Last Updated: 11/26/2014

No current announcements.



http://louisiana.gov/

Business Objects 4.1 Quick Start Guide Page 2 of 9

Last Revised date: 02/11/2014

[€] Click the |EBunchPad(infoviews | {~h to display BO 4.1.

[LaGov ERP - Data Warehouse
STATE OF LOUISIANA

Help Personalize

ISIS BO Announcements |} L

Viewing a Report in BO

. Click on the tab (|f it is not already selected) to display

View = New = Organize Send Mare Actions
e
™ 11y Favorites | | ~Webinteligence
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. My Documents
8] Click on (if not already open) to display any reports you may have in

Organize Send Mare Actions
Title =
= . .
B 1y Favorites| ~Webinteligence

~Webinteligence Customer_Satis_Surv

) eCat
Customer_Satis_Survey
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- .
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¥ | ZID Counts Both AFS

' r?;g My Alerts

9 Subscribed Alerts

o Personal Categories

Folders
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Search 1 I
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Fold S —
] Click on to display the Public Folders (corporate and agency folders) that

you have security to view/update.

View ¥ New v Organeze Send More
My Documents
Sl 1 Favorites |
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] ecat
I LEOHD calls i My Documents | Title
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) Lapac o
I Folders _g, 9 . I LaPas | %BDS
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E Click on the folder to display reports available to review/refresh.

SAD4

[Home[nncumems|

View = New Organize = Send More Actions = Det]
My Documents Title »
Folders 2 |Afs
B | Public Folders = 1 | AGPS
&- (e AFS
1 ages
E=-
"I ecaT
B [ |LPOST .
[ Lapac I . either/or
| | Audit
I Lapas & |eos 10
= LposT [t | |Finance

E Double click on the CFMS 004 - Contracts Payment Summary report to view it.

SAP4
 Home
View v lew Organkze * Send More Actions * Detals
-h—l!v Documents Title ~
¥ | CFMS 001 - Current Active Contracts
= | Public Folders = ¥ | M 002 - Contracts to be Encumbered for New Yea
AFS ¥ | CFMS 003 - FYTD Award Amount(s) for SEBD SmalE (
% ] AGes E ¥ | &Ms 004 - Contract Payments Summary
¥ | CFMS 005 - Contract Payments Details
_ ¥ CFMS 006 - Contract count by Agency or Department
¥ | CFMS 007 - Acuity Interface Report
i ¥  CFMS 007i - Acuity Interface Extract using AGPSCFMS
o £ CEMS Active Contracts
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Reading and Design Modes

Reading
For basic tasks like refreshing and printing reports, click on the button in the
upper right section of the screen to display the “basic” tool bar with a few icons.

Click on ‘Refresh’ Icon, !, to run the report.

| Hore  Doaments | (FMS 004 - Contract B, & g

Web Itebosnce ~ n 3 SR 5L ) R BRF §i- 3 Dr . FRter B ,—:7_ =5 Outine Rezdng | ecor
|~ = )M 004 - Cor 4 B £
" ?g ”“» Printer Icon I Refresh Icon Filter Bar

= =} Summary by — " State of Louisi

= = Summery by SR (2T Icon ouisiana

= = Rew Dat2 5 S 7 ISIS Financial Sysytem

%} Quik Tps 8 %\ > & Summary of Contract Payments by Agency

(from CFMS- KOFY, KONT)

GOV COASTAL & WESTGUARD

15 $49.500.00 $5,155.00 $5.155.00 $0.00

100P03 71796

- INVESTMENTS LLC
713425 GOV COASTAL & TECHNOLOGY ENGINEERS 215 $23,000.00 $9.005:33 $5.005.38 S0
. . e . Design
For more advanced tasks like creating and modifying reports, click on the button

in the upper right section of the screen to display the “extensive” tool bar with many
icons and tabs.

Drasign

If the button is greyed out, you do not have security to modify the report in that
folder, but you have the option to copy the report to your personal folder where you will

have security/permission to manipulate and save the report as needed.

win [o5]

/A propertes |/ ReotEemers  Fomattng | DataAcess  Ahss | PageSecin
DEA- 38 Ha- oI e ot 7/ cn ot 7 e Vot o[ el Desin Tabs
) A A, _L{ = — g L 4 3-' : I~ 2" 0 - | T TEnInio B37 St 35 saction
=P IOMS004-x
_ = Summary Refresh lcon State of Louisiana
3 B ISIS Financial Sysytem
= =! Raw
=) QuickTios Summary of Contract Payments by Agency

{from CFMS- KOFY, KONT)
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Screen Layout-Landscape and Components

Side Panel & Close Side In READING mode
Panel
Icons Report Window
L - 5 ) 6 e [ETrack + §Diill = % FlterBar | Ao - BE Outline Resding = Design = 0
| Check Number (Ex: 71, 2 STA I E OF LOU'SII l"l \
=3 Aged Outstanding Checks
= 2
o — Report Date: 10/20/14
‘ Vendor Numnber (Ex: 3. = Vendor Check Bus Payment  Print/Check Amount O'S Amount OVS
Vendor Name Numbar Number Ares  Document Date Check Amount (1-30 days) {3180 days) :
oK 108 WESTERN FROPERTIES LLC 310033294 000CO0O137768 276 2000165447  0627/2014 $25538 15
i 108 WESTERN PROPERTIES LLC Count of distinct checks: 1 Total Check Amounts: $259.38
| Vendor Narme ® 310001080 310005620 0OOCOCOT37854 S12 2000189685 0820 500 12 $5.00
| [0 values o] 310001080 Count of distinct checks: 1 Total Check Amounts: $5.00 $5.00
— * ACADIAN ENGINEERS & ENVR CONSL 310002817 | 0DOCODOTS7541 270 2000968168 0627720 $I18850 115 5
I Bacmmed i & ACADIAN ENGINEERS & ENVR CONSUL Count of distinct chacks: 1 Totai Check Amounts: $3,188.80 =
‘ ACME GLASS CO OF ALEXANDRIA INC 510006116 000000025806 276 2000030474  O7/26:2011 $450.88 1.182 |
ox 310003116 0D0CODO027TI6 276 2000032318 08042011 $206 13 1,143
= ACME GLASS CO OF ALEXANDRIA INC Count of distinct checks: 2 Total Check Amounts: 857401
‘ Ausness Arca & ACTIVE STEEL WELDING & REPAIR, INC STLAT09GM 0000000137088 276 2000165030 (6242014 $1.00000 M8
|2 Select (A)) - ACTIVE STEEL WELDING & REPAIR, INC Count of distinct checks: 1 Total Check Amounts: $1,000.00
[ 109 - GOV-COAST PRO =1 ALACK REFRIGERATION CO INC 30003685 0000000136172 276 2000167383  Qvi702004 $1.23000 125
|9 270 - DEPT TRANSPTN :::?(c mn:chom Count of distinct checks: 1 Total Check Amounts: $1,230.00
< MERIC £5S5 TR 310006293 137626 27 0185515  O7/D4201 2426 128
| 273 - DOTD ADMINIST ; 310005203 QDOUODO1STEDS 276 20001685 7047014 S5924 88 108
- AMERICAN EXPRESS TRS Count of distinct checks: 1 Total Check Amounts: $5,924.85
™ 2 RONE = % -
L o B AMERICAN KEY & LOCK CO INC 3100065431 000CODOY37195 276 2000188728  O6/24/20%4 $1085 118
[ Al : 1 T - 1
| Number of Days © s HRIC‘ANKEY&LOCK"CO.INC‘ Count of distinct checks ‘otal Check Amounts $10.88
| ANDERSON MACHINE & WELDING, ING 310051884 0000OCO137014 276 2000183487 06202014 SI0T1 122 v
| ¥ Select (Al) e = P Oy v - T T :
4 13 L
{ ¥ 0Oto30days - R T e s —
; . [* AgedOutstanding Checks % Aged O/S Checks (RawData) | [ Quick Tos & Stats AL .
|¥ 61109 days = i e , |
Aged Oustanding Checks = ;.;rmkcham_)es:cﬂr‘ {4 Pagelofts= » M 2 100% -‘-';. 7 days a0
Report ’abs Page & Zoom Tools
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Quick Reference/Snapshot of the Basic Steps to Create a Report

For detailed instructions on report creation, click HERE.

o

Welcome:

1]
Ll

IApphcatlonsvl Preferences Help

| 9" Analysis edition for OLAP

~s ' BI workspace ;
‘ ) Crystal Reports for Enterprise
.;:{ Information Steward

~ ' Module

View ~ New ~ Organeze Send More Actions Details
My Documents | Title ~ | Type Last Run ‘ Instances
‘ | | | |
"= My Favorites | | ! | 1AA -3rd QTR FY-14 APPROVED AME | Web Inteligence 0
B 1rbox | | | 1AA - 4th QTR FY-14 APPROVED AMB| Web Intf—J:nce 0
| —
&QMV —_ | * | AFS 21 - Purchase Orders Listing @ - | 3| & |2
a \ w | Annual Commissioner's Report -f
|27 Subscribed Alerts |
@ 1 ¥ | Area B Expenditures FY 13
= :
= Bersonal Gategories \ » | Audit Compliance - Complete Ve New (Ctrl N)

Create a Web
Intelligence document

I Create a Documentl 20 5:

Select a data source

4

No data source
Create an empty document

Universe
Select a universe as a data source.

Excel
Select an Excel spreadsheet as a data source.

BEx
Select a BEx query as a data source.

Analysis View
Pick an Analysis View as a data source.

i OK I Cancel
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Quick Reference/Snapshot of the Basic Steps to Modify a Report

For detailed instructions on how to modify a report, click HERE.

Fil= Properties Report Elements | Formatti Analysis Page Setup
— L — E - —
I"__. = RE= N - Data Providers | Data Objects |
. ) k ] oK Iy > . L_;‘.'. = . L_:‘f Edit |=* Purge - -~ Refresh - == Mew Variable ~ Merge
=) I | Fx pi® o |=[Agency Name]
Type here to filter tre=
= ] Agency Report for Practice Report 1
Agency Budget Fiscal Year
Agency ID

Agency Mame
Vari Agency Budy Agency ID Agency Name
2015 100 EXECUTIVE OFFICE

Agency Budget Fiscal Year
2015 Agency ID

Agency Mame

[5] ] o -

% Agency Class MName

2015
(1 Query Panel
2015
2015 | GH Add Query - | [TH B E &P
20l & Universe outline (T° Result Objects
2015 i .
M " pers e = Agency Budget Fiscal Year
2015 ~ . . | I
Type here to filker on t B = <
2015 =g ¥p e to fitter or TN
1 Financial =

2015 = Accounting Detail
2015 E) Acct Detail Columns Ouery Filters

Acct Detail Measures
2015 [E5] Acct Detail Accounting Period

Acct Detail Account Type
2015 3] Aect Detail Admin Fund
2015 = Aot Detail Agency

2015 _
2015
= Agency Catego
2013 =] Agency Group
= ency T AFS = |
2015 4 | = Agency Type | » Type a text to filker the values
2015 = -
l [ Query 1
2015 : E E

dll

+ x &
Agency ID
e -

Sl

4 L5
* [E
= Refresh
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